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INSTRUCTIONS: The Records Management Officer of the Records Management and Control Unit will be of assistance in completing 
this form. After Division Director/Designee has signed the form, forward original to Records Management and Control, 130 Memorial 

Chief, Safety  Engineer 656-2966 . .  
~ 

~~~ ~ ~ ~~ ~ 
~ =--- ~~~ -~ ~ ~ 

Ear l  Eve re t t  

3. Action Requested 
a [XI 
b. 0 

Establish Retention Schedule; record will continue to accumulate. 
Dispose of present accumulation; no further accumulation anticipated. 

Chief, Sa fe ty  Engineer - I n  charge o f  the  Inspec t ion  D i v i s i o n ' s  miss ion t o  inspect  b o i l e r s  
and pressure vessels i n  Georgia, as w e l l  as e levators ,  escalators ,  and o the r  machinery 
which f a ' l l  under i n d u s t r i a l  sa fe ty  laws. 

y-'R=Series DeTcTption 

-- 
8. Monthly Reference Rate How often are records referred to which are: 

One to six months old 4 ; Seven to twelve months old 4 ; Thirteen to twenty-four months old 7 ; 

Letter-size drawers 1 . Legal-size drawers .; Other (specify)-- 

I_ 
IOwd DOL-144 IRblsS) 

Facilities and Support Services 
Records Management and C o n t r o l  



-. _.__~ ~ _ '  ~~ . ~ ~ i-~_____f_.~. .-. -- 
b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 

.. . ~ _ _  ~. 
- - ~ ~ ~ -  

_ _  _I~~_- - ..... 

.I . , , -- --- -.--~-___ ~- this serles have historical or long term re - . ~ ~  
I I e. When one or two documen$s-in the f i l e a k e  it necessary to keep the entire f i le for a long period, could these documents 
1 x  

I -~ 

iz ~~ _i._l_ ~ _ ~ ~ _  ~ 

! be scheduled separately? r 
-.... ~ ~.~ _ _  . ~ ~ . . ~ ~ ~  . 

i_- 

f. ls'the information contained in this series ever published? 
g. I s  the information contained in this series ever analyzed and/or recorded in a summarize9 repoh? 

h.s there a dupli&tion of this series in your office, or in another office or agency? 

If yes, attach~copy. - - ~ 
~ - . ~ ~ ____..~. 

. 
- .  - . .  . .. ... . . ~~ ~~~ 

~~~~ , , _ s ~  ~ 

If yes, attach copy. 
.~ ~ - - ~  . ~ ~~ 

es,where? Insurance company w i  1 1   keep^ a'copy; 
~~~. -~*,---___ I I ~ - ~  JV-, ~~~~ ~~ 

1 X I i. Is this series Jofa~E$vportion . ~~ . . . .~ . 
~ ofit)  . -_  regularly .. ~- microfilmed? -= _ _ _ _ _  

1~ x [ J - ~ ~ ~ D o e s  the record series result . . in - a computer -~ ~~~ printout? ~ ~ Computer 
Retention Requirements 

gram ~~~ __--- i s  being ~~ _ _ _  developed. _I_-_-~~f 

The following requires'the series to bekept: 

a. State Law years. d. Audit period 5 years. 

years. b. Statute of limitation - ~-~ years. e. Administrative need 

c. Federal Law years f. Federal retention instructions years. 

Attach copy or excert of laws . .  or regulahons Explain administrative need. 

To s a t i s f y  any p o t e n t i a l  a u d i t  requirements, l i t i g a t i o n  and/or claims. ( R e t e n t i o n  
p e r i o d  recommended b y  A t t o r n e y  G e n e r a l  ' s  O f f i c e .  1 

5 __ . .._ - .. 
.c 

. . .  . .  , .  ... . 
- . .  34-(2-C ' ' . .  

I_ . .  
- - -~ ~ 

Approved Disposition instructions This agency recommends that the f i le series be cut off at'the end of each: 

[ZJCalendar Year; 0 Fikal Year; 0 Other then. 

M Hold in the current f i les area I -__ month(s) 5 yeark); then 
0 Transfer to local holding area; hold __. . yeark); then 
0 Transfer to State Records Center; hold 
&I Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specifyl 

yeads); then 

Note: 
F i l e  ser ies  t o  be c u t  o f f  a t  end of each Calendar Year; ho ld  i n  cu r ren t  f i l e s  area 
f i v e  (5) years; then dest roy a f t e r  comp.letion and release o f  a l l  S ta te  and Federal 
a u d i t  requi  rements, 1 i t  i g a t i o n  and/or 'c la ims. 

These instructions apply to al l  prior and future accumulations 
.. Division .~ DirectorlDesignee~~lSignaitm) ~ ~ ~- Records r_ Management 

-- 

_--.._. 

~ ..~. ~ . . .  

. . .  . 


